16. 110

16.110 PERSONNEL ACCOUNTING AND DISTRIBUTION

Rev.

Ref er ence:
St andards Manual 16.2.2, 16.2.3, 41.1.2
Pur pose:

Provi de a system of personnel accounting and
di stribution.

Establish a procedure for the distribution of
reports concerning shift assignnents, off-day group
assi gnnents, and | eaves.

Pr ocedur e:
A.  Assignment Report Changes (Form 17):

1. Al district/section/unit commanders wl |
submt an Assignnent Report Changes (Form
17) every 28 days. This report is due on
the Thursday before the effective date.
Each Decenber Police Personnel Section wll
publish a list of the “effective dates.”

a. The Assignnent Report Changes wl|
reflect the follow ng information, as of
the effective date:

1) Changes in shift and/or off-day
group assignnents

2) Personnel separated or transferred
(state date and reason - e.g.,
retired, transferred out, etc.)

3) Personnel attending out of town
school s in excess of one nonth
(indicate date of return to duty)

4) Personnel tenporarily detailed to
anot her unit

a) The permanent unit of assignnment
will list the personnel on its
report showi ng to which unit the
person is detailed. Include
detail ed personnel in the unit’s
present strength total.
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b) The unit receiving detailed
personnel will also list the
personnel and their permanent
unit of assignnent. The

receiving unit will not include
detail ed personnel inits unit
total s.

5) Personnel on limted or light duty
(state assignnent)

6) Totals nunmerically by rank

Submit a report stating no changes have
occurred, if applicable.

Police Division Assignnent Report:

1. Per sonnel Section will maintain control of
Pol i ce Division Assignnent Reports.

a.

Changes to the master copy of the Police
Di vi sion Assignnent Report are nmade
based upon the information received from
t he Assignnent Report Changes Form 17.

By the Thursday follow ng the effective
date, Personnel Section wll distribute
the revised report to all affected

di stricts/sections/units.

Personnel Section will maintain current
information fromthe Assignnment Report
in the CLEAR Badge file. This wll
ensure division personnel receive court
notifies at their unit of assignnent.
Personnel Section will update
information using the OPS1 term nal .
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Assi gnnent Report Synbol s:

1

To maintain division wide uniformty, use
the foll ow ng synbols when conpleting an
Assi gnnent Report Changes Form 17:

* - W

+ - Light Duty

$ -  Extended Sick

$M - Sick Maternity

@ - Suspended (Beginning and endi ng
dat es)

# - Detailed to..

(Additional details will be noted with a
numeral next to it: #1, #2, #3, etc.)

## - Detailed from..

(Additional details will be noted with a
numeral next to it: ##1, ##2, ##3,
etc.)

% - Leave Wthout Pay

Ti me Book Synbol s:

1

To maintain division wide uniformty, use
the foll ow ng synbols when marking Tine
Books:

BDY - Bi rt hday
Cto - Conpensatory Tinme O her (used)
DNT - Donat ed Ti ne
cuUs - Fair Labor Standards Act tine
(used)
HOL - Hol i day (sworn and nonsworn)
| NU Injured Wth Pay (nonuniformnmed)
lUF - Injured Wth Pay (uniforned)
LLU - Legal Liability Tine
LWP - Leave Wt hout Pay
| ncl udes:

Sick Wthout Pay
Leave Wt hout Pay
I njured Wthout Pay

Maternity
Absent Wt hout Leave
VDL - Medi cal Dental Leave
PWP - Personal Wth Pay
| ncl udes:
Mlitary Training (Use “MI” to denote this
tinme)
Jury
Uni on
Pre-induction
Term nal Leave
ROP - Rel i eved (suspended) Wt hout Pay
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Rel i eved (suspended) Wth Pay
Sick Pay Death

Sick Pay Famly

Sick Pay Maternity

Sick Wth Pay

Vacati on

Det ai | ed

O f Day

Day Wor ked

Tr ai ni ng

Pl ace a copy of these synbols in the
front of the Tinme Book as a
ref erence.

Conpl ete an Application for Leave of
Absence (Form 25-S) for all |eaves

I isted above (BDY - Birthday through
VAC - Vacation).
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Procedure 16.110 | ndex

Thi s procedure appears in the main Procedure Manual Index in
the foll om ng manner:

Page 2
ACCOUNTI NG ( Conti nued):

Di stribution and Accounting, Personnel

Ti me Book Synbols pg. 3 16. 110
Page 7
ASSI GNIVENT:

Report 16. 110
Page 24
Di stribution/ Accounting, Personnel 16. 110

Ti me Book Synbols pg. 3

Page 56
PERSONNEL :
Accounting and Distribution 16. 110
Ti me Book Synbols pg. 3
Page 75
Ti mebook Synbols pg. 3 16. 110
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